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3 'TGtICY D!v]nlon %uhdlvilion L Administering Office Addreas

‘Georgia Department of Public Safety .

Records Managewent Officer. \

959 E. Confederate Ave., S.E,
Atlanta, Georgia 30301
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Sign original and twe copiss

and forward lolbcpdrtnanf of Arckives and Ristory, Attention:

Staff Services Division - Management Services Section '

-
|'\

Date Received . Applicstion 1{. { Dete Completed

Person to Contert
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" 656-6059

 Vorking Title
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ESTABLISH DISPOSITION STANDARD;
RECORD WILL CONTINUE TO ACCUMULATE.

X

DISPOSE OF PRESENT ACCUMULATION;

NO FURTHER ACCUMULATION ANTICIPATED.
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-Bariiest & lLatest 9. Fxact Series Title '
a_cs © eries Car Report Files

10.

What is the function of the office in which this record series is created?

H

The Staff Services Division is responsible for personnel administration including recruitment.
and disengagement of personnel and maintenance of personnel records. The division is further
responsible for accounting for funds, receiving and disbursing funds and budgeting for funds.
The division is further responsible for the procurement of supplies and equipment, their
issuance and maintenance. " The division is further responsible for plamning and providing

support to these operations including‘procudures Wr1t1ng, formé"ﬂesign, Yecords mandpement
and reproduction services. :

1. ThlS file contains the following documents (include form numbers and tltles, if any,
and file arrangement).

Documents relating to accounting for funds éxpended in operation of vehicles to determine if

vehicle 1s ready for sale and to determine order of vehicles for the next year.
Consists of car report (EDP-04) ' -

File arranged by vehicle number.
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QUESTIONNAIRE Place an x_;‘nl:?:—p:-a;;;colu-n It anaver ts "YES," please explain o e YES NO
13. Is this the Record Cop? of the series? ‘ B 3 I

1k, Is there a dupllcatlon of this" serles in another office or agency' Post has.copy B ] [ ]

15. Is the 1nformat10n contained in this series ever summarized or publlsh kx ] ]
P Print-
Attach copy of summary or publication. : -6 er' Offic

16. Does the series contaln classified 1nformatlop requlrlng securlty %ﬁ, %’ ﬁf ] k ]

P -

17. Does the series initiate, amend or termlnate agency policies and procedures” _ 11 &1
. €8y Jﬂ-l—fl "-l";-} : . .
18. Couwld the function be performed if the files were lost or destroyed? [x [ ]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [x
20. Does the record seriesfprovide data as input to an EDP file? E] [ ]
21. Does the record series contain documentation prééuéedfaé EDP printout? k] [ ]
22. Has the Federal Govérnment issued'instrﬁctions'goverﬁioéuiﬁe retention/dispo- k1 [ ]
... gltion of these files? . . - - . .. .- . . . B T
.ééf willuﬁhere?be a need for these records 10 15 years from now9 If yes, what” - 07 =]
2h REQUIREMENTS. - ' The follow1ng requlres the flles to be ‘kept 3. - wyears:
- Federal funds are used to buy a portion of vehicles. = "4 & g s s e am sea
[]S'I‘ATE []STATUI'E OF c.[]aUDIT [}QFEDERAL e. []ADMINISTRATIVE f.[ JHISTORICAL
LAW LIMITATION PERIOD - LAW DECISION VALUE

(Cite Law, Statute, or other reason for the retention requirement)

(Citation: Attachment "C" of Circular A-102 issued 10-19-71, by Executive Office of the
President, Office of Management and Budget).
25. AGENCY RECOMMENDATIONS This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -PJFISCAL YEAR ~-[]OTHER _ ythen:

Hold in the current files area " month(s)/ year(s)

Transfer to [ ] State Records Center [ ] Local Holdlng Area; hold, year( Yoo
Destroy. — - T , -f- .-
Transfer to State Archlves for permanent retentlon Ta e e e e Tl

Destroy immediately after cut-off. e R
Other: (Specify) See attached sheet.:
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Planning Office Cqpy: " Cut off end of each fiscal year; then tpanéfer
to State Records Center, hold 3 years; then destroy. Records;involved
in any unresolved claim or audit questlon will be further retained
until resolved. ‘ ‘ 7 f
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(xi) concgr ( ) nonconcur };(;;/ E

Signature of Director of Manage-
ment Services Section
State Patrol Post Copy: Hold in current files area 3 months; then
destroy.

Computer Printout: §Cut off each fiscal year; hold in current files

area 1 year or_ unt1l state audit is completed whichever is later;
then destroy.
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